
1099 Payment Correction Instructions 
 
 
The following instructions are provided to allow the user to change invoices for 
the purpose of correcting a 1099-Miscellaenous.  After all corrections are made, 
the last step is to have the 1099 changes incorporated and reprint or delete the 
vendor’s 1099 by notifying the Office of Accounting as directed. 
 
FBL1N displays all vendor invoices for a given vendor.  
 
 
 
 

 
 
 

 
Enter the vendor 
number or use the drop 
down box for vendor 
account to search for a 
vendor by name or tax 
identification number. 
 
Enter ARK for the 
Company Code 



 
 
 
 
 
 

 
 
 
 
 
 
 
 

Click on Dynamic Selections 



 
 
 
 

Enter Business Area 



 
 
 

 

Save 



 

Execute 



  
 

Results 



 

Choose Display Variant 



  
 
 

Choose /1099 PAY Variant and 
Click on Copy 



 
 
 

Results 

Choose the first line 
item and click on it. 



 

Choose the Pencil tool to change 
the line item 



. 
 
 

Example of changing an amount 
to be taxable and to separate the 
taxable amount from the non 
taxable amount 



 

Click on the Save and Green Arrow back 



  

This is an example of an invoice coded as non-taxable 
that should be taxable 
Change the w tax base amount to the total amount of 
the payment 
Change the tax code to 07 

This is an example of a correct document. 
Green Arrow Back 



 
 

 

This is an example of payment that was 
not coded as taxable but should have 
been 



 
 
 
 
 
 

  
  

Change the w tax base amount to the full amount of the 
payment and change the tax code to 07 

Save  



  
 
 

This is an example of a payment that should be charged to Rent –
01  
Key the amount in the W tax base and change to w tax code to 01 
This concerns the taxpayer because FICA is not required to be 
paid on Rent 

Save   
Note:  a separate additional 1099 will be created for Rent. 



 

 
 
 

Here is an example of where the tax 
code was set to taxable but should 
have not been taxable. 
 

Change to tax code to 
00 
The amount can be left 
alone 

Save  



 
 

 
 
 
 

This will not reflect your corrections until your refresh the 
screen 
 

 
Choose List  
Choose Refresh 



 
 
 
 
Contact Office of Accounting as directed to finalize 
the 1099’s. 

Review Changes 
 
The 1099 corrected amount 
depends on the amount in 
with. tax base amount 
column.   
 
Exception: 
If you changed a payment 
that was in the with tax 
base amount column non 
taxable by entering 00 and 
did not change the w tax 
amount on the payment to 
zero, it will still appear in the 
column. However it will not 
be included in the 1099 total 


